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Executive 7 veoesber 1SL9
NHanagwrent Of{icer
OCD Paper on "Central Refarance Paoilities, Status and Objectives”.

1, #While the Assistant Direoter for Collestion and Dissemination
has not found it desirsble to indicate his reasens for preparing this
sudbjeot peper, 1t can be assuned that this &g his method of replying
$0 the Managemect SeAff propossl on sbetracting snd indexing.

2+ Therefors, it sppeers that the best approash is o somparistn
betweon idons implied &n the OCD papsr and the Masagement 3taff proe
pomal. BSuoh & coupariscn is attached as Yab A,

%« Certain contradiotions and omissions besome apparent upon
aualysis of this papers These are set forth in Ted B,

Le &n sanlysis of the eomperison, partieularly of points of
differenos, lends in%o resommandations for resclving this lsasue.
Suggested Nansgevent Staff reoccmendabions are attnahed as Tab C.

Je It 4s interesting to note that subjeot paper was given wide /
inbernal CIA dissanination dospite 198 lack of status as an offisial .
CIs publigation. e '

&, The Senagenent Offlce doss not sttempt G e
matters, however, under the provisions of ons of 25X1
the prime functions of the ¥Mmnsgement #tafT Is %0 Bring to the attension
of COAPS operational problems for their study and recomnended solution.

This has been socomplisked in the submittal of the Management Staff pro-
posal "Agenoy Activities Relating to Abstreeting and Coding of Intelli-
gence Informetion” together with s sougerison of OCD puper "Cemtral
Befersnoe Fasilities, Status and Cbjectives” and the Mamagement Staff
original paper,

2

JAVER Do AYDBWS

AtSsobmentsy 3
Tabe A, B, ¢

ecr QRAPS
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TAB 4

Comparison of 08D paper “"Central Reference Facilities, 3tatus and Objectives™
with Managenent 3taff Proposel on Abstraeting and Indexing.

A. Polints of .&g{eemeﬁt

l. The Intellofax System is the best system for handling library msterials.

2+ OCD should maintein finder files for location of specific doounents.

%, The clesgsificetion system should be tailored to the needs of the

spocialigts within an over-all standsrd framework.
£ &bﬂraating in substantive diviaione will serve as a training vehicle.
Coding further enhances the training endeavor.

&+ Technically diffioult reports will be immediately processed in sub-

stantive dlvisions.

€. Files space will be saved by the Intellofax System and by substantive
divigions' participation in the abstracting snd eoding activity, providing
dupliecate t&b-i‘_ax files are not malntained in the lubstnntivé divisions.

T« Extenslon of clessification and abstracting to substantive divisions

should be sshieved by "evolution not revolution™.
8+ Objeotives of the Intellofax System as set forth by 0CD, provi.ding
the index and aebstract flles are merged.

9. It is desirable to retain abastracts of cables, newspaper articles

and other materials whleoh are not indexed by €D, but which are selected as
important by OO or 03I anelysta.

10. Ther: £8 no useful distinction in CIA between "olassifying” and
“coding™. It iz one proocsss gencrally referred to as "coding”.

il. I% ig nob desirsble 4o provide an exach gouut of docuuents received
by CIAa

12, 1% is umeconoaiorl to index cable flow unless ORI-0SI speeialist

g0 indicates.
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15, Tt is not desirable to index every dooument but they should be retained
end located throuzh %mder- files.
K:T,_/—“' 7
14. Atiack on the referense problem ashould bs "two-pronged: mechanical
and substantive”.

15. The olsasification soheme rmust be "asdeguate from the user's stand-

?Oint " -

16, OCD should comiinue to write "table of sonteata™ type abstracts for
seriale, periodiocals, bound books.
17. "If we can't assign a code number to what we want, then we can't call

on machines to deliver.
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Pointe of Diaagraement

1. Intellofax Bystem appliestion to Biographie and Industrial data.

&. Mansgenent Staff = Can be applied in same mamer as to library
materials.

ILLEGIB

be 00D - Hag no appllcation.

2. Fumber of files to be maintained.

8. Menarement Staff - There is enly ene file, the intellofax rile.

%e OCD = Two files ghould bo maintained and mearched, index file
prapared by OCD - abstract fils prepered by intelligense specialists.
3. Primary purpese of intellofax filss.

e T

8. Management Stafl -Ih‘iw purpose of files is to serve ORE-03I
Uy o Yo bl se of i
researcher. ‘
By XD = ﬁani/mhmld be geared to IAC, all paris of CIA, with
r e
ORE-031 on am@icﬂty}a all other users.
eed N
4. AFor ORE analyst to retain carbon gopias of sbstrasts he propares.

e. Hanagsmont JtefT - Tab-fax run will serve the same purpose.

"Be OCD = Specialist should maintain his own file for th§ proparation

of summaries.
5. Need for mors OCD perszonnel.

8. Management 3taif - OCD persomnel oan be reduced 1f they cease
duplioation of soding done by substantive divisions and if mats are
typed in substantive diviaions. I RO |

be OCD ~ Mors hands are nseded in 0OCD te typ;‘abgtracta _uné té

roview coding of subgtaniive divisions.
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TABR A

b

6« Coding of all incoming intelligence information dosuments.

ILLEGIB

o~

2y Hanagenment Jtaff = Should be Uerfor:zsed by ORE=-031.
] .
be OCD = S?nould be perforaed in chn but duplica’se ‘action taking

ILLEGIB

plaoce in (‘)Ru-ﬁs}'{ 5.1' -abhatracts are writtan.

7e¢ Deterainetion of msterials to ba indexed.

a8, HYanagenrent Jtaff = Should be decided by ORI=0SI."

be OCD = Should be decided by OCD. - lcxd< :<ir
B. Review or snplification of codes supplisd to abstracte by ORE=03I.

8. Managemant 3taflf = Review by substantive division chiefs.

e O0D = Review by OCD. J

f"

ILLEGIB

ILLEGIB

9, The edequecy of the classification schene.

Re Magamnt 3taff « It presently ig not ser;ring the needs of the
specialists. In s few cases e. ., Human Resources, 081, lLediesl, 08I,
it was deterained thet the system oould not serve the spacialists needs.

» be OCD - "Schame . . » proved sufficiently elsstic to ancompass
many #nfareseezs requiremonts.™
10. ?yping of mats.

a{:) Manacemant 3tafll - He dome in produocing office to elininate .'.
duplicate typing.

be OCD = Bs done in OCD to insure unifomit_{ of typing and to permit

rw&wwaf coding‘
11« Techniecal clasgzification.
a.l !ﬁnu;gemén‘h 3taff - 3hould be echieved by fine broakdewn within

an over-sll system or if necessary a sepsrato system, bul siwuld not be

clagsifisd under two systens.
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ILLEGIB
-
ILLEGIB
be OCD =~ Teahnicel matorials should be classified twicey
{1} the general system ‘
{2) the specislized syltemf
12. Maintenanos of technical {iles. ' G IB

j‘#:{,if : K HIEW Ty
a. Menmgonent Staff = Should be énintalnsd in OCD to perait)IBM

and facsimile servicing by machines located in OCD.

¢
be 0CD = Should be maintained msnually by the specialist in his !

of fice. R
13. UYess data problem.
2. lMenagsnent Staff - The same intellofax prooedures can be smployed
in sbstracting, acd}ﬁg and servioing biographie and industrial files,
Hore specific and detailed clascification will be required end these
f£iles should bs separately maintained in the OCD library.
be OCD = "It doos not now sesm likely that the Intellofax 3Jystenm
gould profitably be applied to thelr (sic., biographic and industrial) ‘

probleas.”
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CONMADICTIORS AND (0SS (NS CON AXN.D IN THo 00U rakes

1. (p. 1, pare 2) Index £ilns otarted in Aprll, 1948, === 00-5
roparis and cortain unclessificd docirents sont to the pool wers Dully
coded and ghetracted begiining in April 1948, but fex-cexds wore not
prepored until inetellsztion of the "betoh® procedure ii Jotobuar 1948,

2, {p. 2, pere. 3) OCD is not capsble oY absirsetirg, but hes
projuccd over 1,000 absiracts. {p. 6)

3. {p. 5, pere. &) An ertifical separntirn of sbelre i anu imdex
files is made, although inddcotion ie given that they are vie inwelloinx
24ie. (p. & p. 22.)

L. (p. 14, pare 16) The clmssiricntion scheme is s .ebed 1o ve
adecnete, yot a long discussion is inoluded as to why it s no. sdequate
in ene neriicular instence. {pp. 29=30)

4, (p. 19) ¥o mention iz rade thet OCD ac:ioved eu ransy on
indexing daily reseipt of docvmon’s through procedurcs cosigne. arxd
inctalled by the Hsnag: ment Staif, i.e., “he "batoh® preocecure.

ILLEGIB

6. {p. 22) Librexy, eleerly, should rot prepere spucicliazed
gboirects, Psuch work rust be dono by the speclalisis in the subject

noiter," yot, on p. 21 infietion ia given ihot Library will inicx all

docmonte. I they can't ebotroel, how can they index?

7. {p. 28, pare. 34) Adninistraive Oi7jcer, USI swyosted thel
081 typo i.e own mats. Uensgenent Officer concurred.

g. (p, 28) Training typicts to iype on mabts is Gilfiecult, yeb
under Denerenont Steff gulience during inctalletfen of tho *baich® pro-

godure, OOD typleis wore fully tré'ned within cne weok.
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9. {p. 28) Speinliste niglect to specify ginorel coies. 1 the
elonsification scheme 1z adcounte, 1t should meruit gomerel subjoct
pulling from specific entries. Also, (p. 2, pura, 3) tho problew of
providing too much informa iop (Iwromgh: too Temaral eoding 1 aclh Forih,

10, {p., 29, top) Abstrocts will be of velue only o syceieliste

ILLEGIB
vho propore them, Uho olse ds inlerueted? Like speclelicts think alike,

not as an owisider.
ek

Ll E
11, {p. 2, perc. 3} Th larpe number of antries 1iztmd in ensuce "".' GlB

to epceifio rooweste could sier fron poer indexing by GOD.

12. {p. 13, pare. 14) It is the e:oncidere! opinion of €U that The
musibver of rescarchers create che mmber of e¢eds slassificutl ms required
for propor inlixing. Thie ovinion ie in the main ‘n rror as research
p reomnel belomdng to family sroupe all have ficlds of comon € NOXN.,

ﬁ.m.,{mﬂi&&}, persornel worldeuide uiilise en Internnt! nal netlod of

: ILLEGIB
codine and elassification.

13, HNo montion 1s nade thot coding end abstracting by subsltantive
divieions will bring into the &7 noy file, rateriale nou e ng -ithbeld
from 00D,

14. Ho zention is vece of who should perform aue ruc i ng aod coding
noossscry to neintensnce of lnmstriel and orrepiic files. I can bea
assumed thet 0D fecls they ghould continue with these netivities.
Hahesrnent §.aif cuesticns the ieochnicel ebllity of 00D fo paripem t'is

servics.
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HANAGVITFHT STRFF ZECERTMDATI HS

-

i, 7hs Intellofox syolern De implementod amd cxpandsd Lo serve
CIA rofervnco neada, o
2. Intsllofex files be located, maintained end pervicsd within 00D,
3. Abs'racts of documents be preparcd by ell (REw0SI specielicts
for incorporation inte intollofax filee.

4e The (BE-05I Division having orimery iwerest in e document be

agsignoed the edditionsl asks ofy
&, Selecting tlooe documents Lo be inlewed.
? b, Swplyine code numbers for a lerre group of dooumen'es which
will be indexed, but nol alelrscted.
‘ 8, Reviswing codes sscignad to doemonts ebstrscetd and Indexed,
5. The classificstion ccheme be laillered, wh re possible, to {it the
specifie nesis of g1l Intel igsnee rezearchors an’ subsecusntly be
gxclusively used throurhoul CIA for the orranizetion of ref reonce molericls.
Ub re the gonercel scieme cannoi be used, subewoclessificebdicn mhmszes, / 7
Inteprated inte the genersl schome, be developed jointly by fILw%I and (}’}2’3. |
6. The Intellofex gysicr e apnlied to blogre e and indurtrisl

daia vithin the frupcuork of o svbeclessifieat’ on schems eest forth in

ILLEGIB o —
PErE. 5 ebovo, ILLEGIB
7+ Oply one intellefox file, camposed of index ond ghaarect cerds,

be meinteined for pener:l -eleronce use.

Z. Sopurate technieal niellofex £lles be =ein sin:d Toxr specifie
Indexing of blogreghic, induciriel, medicel and possibly cliher mpeeislized
¥ 4

geiontific dota,
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$. OCD provide dlrect service to all 1aC and CIA users of the
genoral raference intellofax file. Requests for specislized information
from technioal filesz be zade through appropriste production office
speoinlists,

10. As the intellofax file changes to reflest the nesds of the ORE=0SI
specialists, menuasl reference flles mpinteined by these specimlists be
eliminated.

11, The staffs of the production offices be sugmented, as meed indicates,
to perform the sdditional duties indicated in the above recommendations.

12. Typing of the multilith mats be sccamplished in the production
offices, with OCD providing direction for reproduction, punching, and
tabulating of the tabwoards,

13, The procedural ohanges inherent in these resommendations be
sccomplished gradually during the calendar yesr 1950 to minimise dis~
ruption to the intelligence effort. No motien be teken on diographic
and irdustrial date until the general msiorials sre fully sssimilated into
the new procedures.

1. The AD/OCD, AD/URE, AD/OSI, and Menmgement Officer esch appoint a
staff mevber to sorve on s tesm whioh will devote full-tine, if necessary,

to develop and to supervise installation of new procedures inherent in

these recomrendations.
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